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Department of Licensing and Regulation

State Bank Commissioner

Schedule Appreved by Depertment,
Agenoy, or Division Representetive

“Whenever the capital stock of an institution is

reduced ky impairment, and such impairment is not
made good as prescribed by law, the Bank Commissioner
may take possession and retain possession until it
resumes business or is placed in final liquidation.
In accordance with this responsibility, various
financial records of trusts, receipts and disburse-
ment books and other records have accumulated for
those taken in receivership.

OPINIONS OF THE ATTORNEY GENERAL:

Official interpretations of law as it pertains to the
administration of the powers and responsibilities of
the Bank Commissioner.

AFFILIATE FILE:

Folders are established on applications for non-bank
affiliates of banking institutions and certain

correspondence, Audit Reports, Resolution Certificate
Application Forms, Affiliation Plans, etc. r

PERIODIC EXAMINATION FILES (Completed):

Files document the extent of the statutory required
examination to determine the financial condition and
soundness cf State chartered banks, trust companies,
mutual savings banks, and credit unions. Files
contain all or some of the following:‘

a. Examiners Reports

b. Confidential Reports

Schedule Autherized by

o ey

AGENCY OI VI S10M
1tem .
No. Description Retention
1l CHARTERS, AMENDMENTS, AND BY LAWS: Retain permanently and
These basic legal documents (filed alphabetically by |transfer periodically
company name) are necessary to satisfy legal require-{to State Archives.
ments.
2 FINANCIAL RECORDS OF INSTITUTIONS IN RECEIVERSHIP: Retain permanently and

transfer periodically
to State Archives.

Retain until superceded,
or rescinded.

Retain the file while
affiliate is under the
regulation of this office
and for three (3) years
thereafter. Then destroy.

Retain workparers for five
(S5) years after examinatio
Retain reports only an
additional five (5) years.
Then destroy.

Then destrdy.
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Description Retention

Contains all documentation relating to the application

c. Recommendations
d. Remarks and Conclusions
e. Correspondence
f. Questionnaires
g. Reports of Meetings
h. Lists of officers
Reconciliations and Analyses

j. Investment.Schedules

k. Verifications
NEW BANKS:
(filing of a charter) to establish a new bank,i.e.,
correspondence, feasibility study, minutes of organiza-
tional meetings, financial reports and biographical
information on proposed directors and the chief executive]
officer, major stockholders, proposed committees and
operating policies, and documentation on regulatory

actions.

FINANCIAL REPORTS OF BANKING INSTITUTIONS:

Quarterly reports of assets and liabilities and income
and expenses submitted by State chartered banks and trust
companies.

COMMON TRUST FUNDS:

As required by Section 508 the Financial Institution
Article 12 of the Annotated Code, banking institutions
must submit detailed plans for Common Trust Funds. Also
filed here are correspondence and Annual Reports.

Retain for (10) years after
opening of bank. Then destroy}

Retain year-end report for
five (5) years. Retain
quarterly report for 1 year.
Then destroy.

Retain while trust fund is in
existence, and for three (3)
years after dissolution.

Then destroy.
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' Description Retention
9 MERGERS:

10

13

Folders containing all documents required from combining
institutions which includes:

a. Certificates of Merger
b. Merger of agreements
c. Correspondence
d. Notices of Meetings Stockholders
e. Certificates of Publication
£. Certifiéd Copies of Resolution of Stockholders
g. News paper Clippings.
DIRECTORS OATHS:

Lists of Directors and Cfficers (Form LD-7) along with
signed and notarized Oaths of Directors. )

COMPLAINT FILES:

Correspondence dealing with complaints against all
financial institutions under jurisdiction of the Bank
Commissioner.

STOCKHOLDER LISTS:

Mainly IBM printouts including register tapes.
information includes list of stockholders, their
residences and the amount of stock held by each
stockholder at the end of each calendar year.

This

MORTGAGE AND SECURITY CARDS:

5" x 8" forms filed by city or county, then by bank
name and type of loan. They represent all loans and
security holdings of banks at time of inspection by
Bank Examiners.

Retain for ten (10) years
after completion of merger.
Then destroy.

Retain for one (1) year.
Then destroy.

Retain for three (3) years
after final settlement.
Then destroy.

Retain for one (1) year.
Then destroy.

Retain for five (5) years
after placement in inactive
file. Then Destroy.
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Description Retention

14 BANK BRANCH FILE: Retain for three (3) years
Fclders are established for each application and contain after opening of branch or
the application, documentation of regulatory action, and rejection of branch applica-
related correspondence. Separate files are maintained tion. Then destroy.
for applications pending regulatory action or final
opening. Upon actual opening for business, folders are
filed under bank name. .

15 CURRENCY EXCHANGE MASTER INDEX CARDS: Retain cancelled grincipal
3" x 5" cards listing the names of principal licensees, licensee cards for three (3)
address, business of principal (whether corporation, years. Then destroy.
association or partnership), list of officers, license
T.umber, type of bond furnished and number of certified
agents. Filed with each principal licensee card are
cards for all agents of the licensee. Information
included is the name of agent, address, business,
principal's license number and date of last licensing.
Arranged alphabetically by principal licensee with the
agents cards alphabetized within each group. A copy
of the card is also filed alphabetically by company ]
name in either a current or closed section. '

16 CORRESPONDENCE - FINANCIAL INSTITUTIONS: Retain for five (5) years

17

Bank and credit union correspondence is arranged
alphabetically by institution's name and includes all
correspondence concerning operational matters, changes,
relocations, examinations and results from arising from
such.

CORRESPONDENCE - GENERAL AND MISCELLANEQUS:
Correspondence with Federal and State agencies, private
groups, organizations and the public are filed here
alphabetically by subject.

after creation cr receipt. °
Then destroy.

Retain for five (5) years
after creation or receipt.
Then destroy.
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INGTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _ | ofF _Z2.

DIVISION

%550-!)
1. PEFARTMENT /AGENCY 2.

Liceysiye ¥ Reewntionw

fFrvaveiae REGres2rion

3. WNIT

)(5744/% C O7277] SS5) OVER

R RD o D FOR
DEFINITION - RECORD SERIES-A GROUP OF RELATED RECO 5 NORMALLY FILED AND USED AS A UNIT

REFERENCE AS KELL AS RETENTION AND DISPOS|TION PURPFPOSES

4. RECORD SERIES TITLE

C HfMT(-:,Qs )4/?754/3/0&1/7‘5 ggj By-Laws

5. EARLIEST YEAR/LATEST YEAR

L2L0 To (270

‘IN THE SERIES.

ORMS
RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF lHFORMATlON/DOCUMENTS/F FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE BEPIES)

I/?If/a,/ af///ca.f/w) 7?9 7Cor‘m a- 6aﬂk or cr‘ea//f u/7/0'7,‘ re,oort' of

investigations of m\yma/ incerperalers; [is7 of can;;n',m,/ sTock holders,

[ist of OPIJ/UQ/ direclorns and of f, cens,
All The above ,aepTa.mf;, banks er credi | ”ﬂl?/)_g which have

n')Eraec/ tnto olher financial ine?t' v lions er AGM‘?OHG oot of business.

Rec.or\als /aerTo.unv

7‘? Cl/hhgnf/y a,cf/ye 6a.n/r_g a.nq' cneo’t?’ u/nan_g'

ore mary Jamed 1n the offiies of the Bask Commission er

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

O LETTER s1zE O MlcéOFlLM
F'GN. S1zE 0O COMFUTER TAPE
O pouND BOOK O FLOPPY DISK
O Aubio TAPE 0O VIDEO TAPE

0O OTHER(SPECIFY)

JK ALPHABETICAL
0 NUMERICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
X FILE DRAWER(S)

2 O MICROFILM REEL(S)

O COMPUTER TAPE(S)

NUMBER p OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION

/-%-2 0O FILE DRAWER(S)

neches O MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)

1 0 oTHER(SPECIFY) i

very seldom
0 WEEKLY

1. FILE 1S useED

O pAlLY 0O MONTHLY

12. FILE BECOMES INACTIVE AFTER

. ﬁ O MONTH(S) X YEAR(S)

13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM)

I4ACHIV55 /N /44/,|/4-Pw. /S

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyEs, sPEciFY rGENCY OR OFFiICE)
o0 yes X(nNo

0 YEs XNO

CITE LAwW(s8) & rREGuULATION(S)

15. ACCESS RESTRICTIONS
(1r veS,

16. AUDIT REQUIREMENTS

)(NONE 0O STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?7 (Ir YES.EXPLAIN
BRIEFLY AND DESCRIEE ANY HAF(D“ARE/SOFTWARE)

0 yes X nNo

18. RECON[MENDEI.D RETENT ION
Permanen y, as re Zz//'rco’
b Yy S7H7& LR

19. NAME AND TITLE OF PREPARER
Jown D srve

20.

TELEPHONE NUMEER

333-€8/0

21. DATE

/O— 20 -7/

_Powanvecine [Lcononiisr




mf}[M"T‘%§--TY’P€ OR PRINT A DEFARTMENT OF GENERAL SERVICES
SERARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVM SED RECORD SERIES. FORWARD 7275 WATERLOO ROAD B
WITH RECORDS RETENTION SCHEDULE P.O. Bax 275
or 2
(Disso-l) A JESSUP, MARYLAND 20794 pace _Z_oF _Z
1 . SEFARTMENT [ AGENCY 2. pDIVisSIion 3. UNIT
L ICENSIV G ¢ R EGverm TIomv ﬁ/V/M/C/&t /? EGvesr/ion 6/9#/( CQMM&/ﬁyfl
CEFINITION -RECORD SERIES.A GROUP OF RELATED RECORDS NORMALLY FILED AND USED' A8 A UNIT FOR
REFERFENCE AS RELL AS RETENTION AND DISPOS ON >
4. RECORD SERIES TITLE - ) 5. EARLIEST YEAR/LATEST YEAR
F/_y,q/vc,,;‘ ﬁscokos oP__ZMsT/TVr/aA/: w /q ECEIVERS MHIP LTl To (270
8. RECORD SERIES DESCRIPTION ‘BRIK!’LY DEECRIBE THE TYPES OF INFORN.ATION/DOCUHENTS/FORMG FOUND
‘IN THE SERIES. . INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

Whenever e cap/Te/ sTock of a sTale- charlered bark is rediced by
fmﬂa-l./‘ment e Bank Commissioner may Takhe and retass possession of the
nsli'tvtion vntl i1 resvmes buvsimess or i /"[”’-‘{a’re‘{- Va—"'.ﬂ’-s financial
r‘ecorc{g of trusts f‘ece/./”fs'a-"a/ “/’55”"99072”73:, and other records are
. /
refained Fo ensvre accorale and complel= //'5 vidalion and)
evenfua'//y/a. c.am,o/ef& and accorale A/:ST&/V ofF all Transaclions m
case of scile ‘or other lega/ acliows iniliated by heirs or
Svccessor 7’7‘:/.5' Tees

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER S1ZE D MICROFILM . X ALPHAEETICAL X FILE DRAWER(S)
2 O MICROFILM REEL(S}
GAL SIZE 0O COMFUTER TAPE 0 NUMERICAL D COMPUTER TAPE(S)
NUMBER 0 orppp(specIFY
0O pounD BOOK 0O FLOPPY DISK O CHRONOLOGICAL, . ( )
D AUDIO TAPE DO VIDEO TAFE 0 GEOCRAPHICAL

10. ANNUAL ACCUMULAT ION
D OTHER(SPECIFY) O OTHER(SPECIFY) usvally o g DRAWER(S)
nenc. O MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)
O OTHER({SPECIFY )

1. FiLE 1S UsED Very Se/all’ﬁ? 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY O MoNTHLY | - mm/% D MONTH(S) X YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ﬁ ) : ti1r ves, sPeciFY rcENCY OR OFFice)
RCHIVES 17 /9' NVIVRPOLIS o vyes X 'no
15. ACCESS RESTRICTIONS O YEs )(No 16. AUDIT REGQUIREMENTS

{tr vyes, c17E LAwW(S8) & rREGULATION(S)
X'NONE O STATE O FEDERAL 0 [NDEPENDENT

R

17. 1S AN INDEX SYSTEM USED? JE> -
(1r ves.exriain 18. RECOMMENDED RETE

BREIEFLY AKND DESCRIRE ANY HARDHARE/ SOFTWARE )

- ’Oc:rma.nenf/y/ as t‘ezuu"ed féy
Srare «AW owt
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. .
: H
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0 Yes J{NO'

P —

19. tl)AME AND TITLE 9F PREPAF?£R 20. TELEPHONE NUMBER 21. DATE
o DAMvE
(10 ~20-9/

_Lowswveine Lcomornsd 333 - & 5/0 .




